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 Work Home Address List by Org – Report Instructions 
 

 
Use this query to display the address records for designated employees. 

1. From the main screen, type transaction 

code:  ZPAQ040. 

2. Click the Enter button  or press Enter 

to continue. 

3. Org Structure – Choose the appropriate 

organizational structure from the 

selection tree. 

4. Reporting Period – Choose a period from 

the list. 

5. Address Record Type – Enter 1 for 

Residential Address, Z001 for Work 

Address, or utilize the Multiple Selections 

icon to designate both.  

6. Click the Execute icon  or press F8 to 

execute the report. 

7. The report displays. 

 

8. Click the Back button  or press F3 to 

exit the report. 

 

Please note:  This report will not directly provide a listing of employees with missing work addresses; however, 

this information can be obtained using a combination of this report and Microsoft Excel features.  The Division of 

Employee Management provides missing work address listings to agencies on a quarterly basis to ensure the 

information is updated in a timely manner.  If your agency requires a listing of employees without a work address 

between quarterly reports, please submit a business request. 


